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Introduction

The Driver and Plate Search (DAPS) application allows access to driver and vehicle
records by Department of Licensing (DOL) and law enforcement staff. The application
operates in a browser environment and is available for search queries 24 hours a day,
except during system maintenance.

User Classes
Users of the DAPS application are divided into two classifications:

» External User — This classification is assigned to each user by default when a
request for access is approved by Department of Licensing.

 Power User — This classification is assigned to external users who have been
granted additional application functionality that gives additional “Where to
Search” options and allows them to change the number of records displayed
after a search.

Logging on/off

Logging on to the Driver and Plate Search application is accomplished through the

clicking on the LOG OFF button
before closing the browser window.

Navigation

The Driver and Plate Search application operates in a browser environment (Internet
“= Back

to

Explorer window). Use the browser’s forward button and back button
move from one screen to the next.

Underlined items, such as ADAMSAAQ123AA, are hyperlinks. Clicking on them will
route you to another screen or record, allowing access to additional information.

If you click on the X in the upper right corner of your browser window, you will exit
the DAPS application. It is recommended that you first log off of the application
before closing the browser window.

Wildcards

The following wildcards can be used in search queries:

Version 4.1 1
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* The underscore symbol () substitutes as a single character
* The percent sign (%) substitutes as zero or more characters

Using Wildcards

Wildcards can be used when a letter or number is unknown, when information is scarce
or sketchy, or when you desire to increase the number of search results.

For example, if you have a last name that might be Alderson, Alderton, or Aldermon,
you could search using the name Alder_on. This will search for all records that match
the first and last parts of the name. The underscore symbol () replaces a single
character, and must be placed in the exact position of the character in question.

If you have a patrtial license plate number, such as 023, you could search using %023%.
This will return all license plates that contain the number set 023. If you know the first
part of the license plate is 023, search using 023% to return all plates beginning with
those numbers. If you are searching by street address but don’t know the house
number, you can search using %Street Name%. This will return results with house
numbers and additional street information (such as SE, NW).

About this User Guide

This User Guide provides information and step-by-step instructions on the Driver and
Plate Search application.

The User Guide is designed to be an online help tool. You may print the document, if
desired.

Version 4.1 2
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Part One — External User

Driver and Plate Search Home Page

Once you have gained access through Transact Washington to the Driver and Plate
Search application, the following page will load in your browser window:

N orrwer and Flate Search - Home - Hicrosolt Internet Explorer provided by Gepartment OF Licensing for 158

Department ol Licensing
i

DRIVER AND PLATE SEARGH R
DRIVER SEARCH VE

Your Name,
Welcome to the Departmant of Llcensing
Driver and Plate Search.

Flease Mote: The Driver Data retrieved through this application may be
up to 24 hours old and the Vehicle Data up to 48 hours old (due to weekend).
Howeaver, a typical range is 12 to 24 hours.

The information contained in this system is confidential,
Inappropriate access to or use of this information
may resultin civil and or criminal actions.

=
& | | vy Computer y
DAPS Home Page

The Driver and Plate Search Home page is your entry point into the DAPS application.
Please note the following menu items:

HOME: The HOME button will route you to the DAPS application Home page.
This button is common to all screens.

DRIVER SEARCH: The DRIVER SEARCH button opens the Driver
Search screen where you will initiate a search of the Driver information. You may also
request vehicle owner records in this type of search.

Version 4.1 3
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VEHICLE SEARCH: The VEHICLE SEARCH button opens the Vehicle
Search screen where you will initiate a search of the Vehicle and Vehicle Owner
information.

HELP: The HELP button launches the DAPS User Guide. The User Guide
operates in a window that is separate from the DAPS application.

To navigate within the User Guide, click once on a topic or hyperlink. The entire Help
screen may not be visible at one time; you may need to use the scroll bars to view all of
the information.

<} Driver and Plate Search User Manual - Microsoft Internet Explorer -0l x|

J File Edit ‘Wiew Favorites Tools  Help |

J 4= Back -~ = - @ il | @Search (3] Favarites @Media ®| %v = =

J Address @ PPROIECTSiLaw Enforcement Data Access\Documentation|\DAPS User Manual'l,Dri\ij @GD J Links **

W& Contents Index [ Search B Glossary |- search - (GO | RoboHelp &
=
Eﬂlntruductinn IntrOductlon
E Introduction
E User Classes
2 Logging onjoff The Driver and Flate Search application (DARS)
2 Navigation allows access to driver and wehicle records by
2] wildcards Department of Licensing (DOL) and law
2] Contact InFormation enforcement staff. The application operates in a
E About this Manual

@ Extornal Users browser environment and is available for search
@ Power Lisers queries 24 hours a day, except during system

@2 Driver Search Hints maintenance.

@ ‘ehicle Search Hints
@ POF Version - DAPS User Guide

|:E Done l_ l_ l_ Local inkranet ,4

DAPS User Guide

LOG OFF: The LOG OFF button closes the DAPS application. To allow the
application to close properly, it is important to Ioi off before closing the browser

window. You may click on the LOG OFF button
exit the application.

on any DAPS screen to
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Driver Search Screen

Click once on the DRIVER SEARCH button . The Driver Search screen

opens:

e = W e = i e e e

DRIVER AND PLATE SEARCH _ ’e "] 7
Driver Search
| ey |[esamian| | e | s |

(St ] st |

wch Wehiecls Diamene Aleo

Cendargeoas) = L Carasiar, parznd] = O or pears charseisn

MWame snd Aaldioeq Seareh Costonia leg Devvera andion Vel lo Ovwnin s

5041 I
[S——— [
b
Eetst YYVT of MMTITYTTE enters [Uninmem =]
T el I F Weisht | metew | de

Wihene 4o Beaach - Solect all it apply
-F Diiplay DREIVER secarde Il addeees enteria s suipphed, seacch lir Tt e cibren! B35 edaee oo drver Boezae
I Diiplay DEIVER records sateteng addrees enteria i corrent address OF Matoncal addnens. ™" iagudrags Adaress Crifaria
[ Cptions for Display of Resules

Faddmem Rrcsnds da Baturn: 300
Sort Runulis By: [Lestiama =] [Fratiama =] [Fc =

Driver Search Screen — External User

Driver Search Screen Data Fields

PIC: Personal Identification Code. A unique code based on a person’s name and birth
date that is used by DOL for record identification. The PPIC is known as the Driver
License, ldenticard, permit, or Operator License Number (OLN). You may use all or part
of the PIC. Wildcards are allowed.

SSN: Social Security Number. Enter all three sections of the SSN. You may use
wildcards in place of any of the individual numbers.

Last Name(s): Last name. Enter all or part of the last name. You may search using
more than one last name by separating each name with a comma. For example: Doe,
Smith, Jones. Wildcards are allowed. This field allows a maximum of 255 characters.

Version 4.1 5
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First Name(s): First name. Enter all or part of the first name. You may search using
more than one first name by separating each name with a comma. For example: Jana,
Jane, Janet. Wildcards are allowed. This field allows a maximum of 255 characters.

Middle Name(s): Middle name. Enter all or part of the middle name. You may search
using more than one middle name by separating each name with a comma. For
example: Fae, Fay, Faye. Wildcards are allowed, but may significantly slow the search.
This field allows a maximum of 255 characters.

Suffix: Suffix. The suffix comes after a name. Examples are: Jr, Sr, PhD. Wildcards are
allowed, but may significantly slow the search.

Birth Date: Birth date. Enter the specific birth date or a range of dates. Enter a specific
birth date as MM/DD/YYY (01/01/1971). Enter a range of dates as MM/DD/YYYY
(01/01/1971) or as YYYY (1971). Enter a specific birth date in the first data field.

Gender: Gender. Automatically defaults to Unknown if no selection is made from the
drop-down list.

Height: Height. Enter a specific height or a range of heights as feet inches. If you
search for a specific height, the system looks for an exact match. Enter a range of
heights to increase the search results.

Weight: Weight. Enter a range of weight in pounds.

Eye Color(s): Eye color. Select from the drop-down list. You may select more than one
color by holding down the Ctrl key on your keyboard while clicking on the desired value
with the mouse. If you select eye color(s), the system will look for an exact match or
only those records matching the eye colors selected.

County(s): County of residence. You may select more than one county from the drop-
down list by holding down the Ctrl key on your keyboard while clicking on the desired
value with the mouse. Selecting a single county will limit the search results to legal
residents of that specific county. Selecting more than one county will expand the search
results to residents of the counties selected.

Street: Street address. You may search using the entire street address, or just by street
name. Wildcards are allowed, but may significantly slow the search.

ZipCode(s): Zip Code. You may search using one or more Zip Code. If searching more
than one Zip Code, separate each number with a comma. For example: 98501, 98502,
98503. Selecting a single Zip Code will limit the search results to those residing within
that Zip Code area. Selecting more than one Zip Code will expand the search results to
additional areas. Wildcards are allowed. This field allows a maximum of 255 characters.

State: State. Enter the state as the standard two-letter abbreviation (WA, OR).
Wildcards are allowed.
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City(s): City of residence. You may enter all or part of the city name. You may also
search using more than one city by separating each name with a comma. For example:
Seattle, Sea-Tac, Tukwila. Selecting a single city will limit the search results to residents
of that specific city. Selecting more than one city will expand the search results to
residents of the cities selected. Wildcards are allowed. This field allows a maximum of
255 characters.

Where to Search Options

Display DRIVER records. If address criteria are supplied, search for matches in
the current addresses on driver licenses. This box is checked by default, and
initiates a search of the Driver database. Leave this box checked even if you do not
have address information. This is the most common type of search.

Display DRIVER records matching address criteria as current address OR
historical address. **Requires Address Criteria. Select this box to search records
that have current or historical addresses matching your address criteria.

Options for Display of Results

Maximum Records to Return: The DAPS system will return a maximum of 300
records. If you are searching for a common name, such as Anderson or Smith, include
as much information as possible to narrow the search.

Sort Results By: Search results are defaulted to sort by last name, first name and PIC.
You may select other options such as SSN, Birth Date, and City from the drop-down
lists.

Version 4.1 7
9/5/03



Department of Licensing User Guide — External User Vehicle Search

Processing a Driver Search

Click on the DRIVER SEARCH button w to access the Driver Search screen:
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[ Options for Display of Bemlts
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Driver Search Screen — External User

When conducting a search of records in the Driver database, you may use any
combination of data fields on this screen. The more data fields completed, the more
accurate the search results. Fields ending with an (s) mean that you can search by
more than one value for the field by separating each value with a comma.

NOTE: One of the key fields for a quick search with specific results is the PIC data field.
The PIC (Personal Identification Code) is also known as the OLN (Operator License
Number).

1. Place the cursor in the data field desired and enter the appropriate information.
You must enter at least one of the following: Last Name, PIC, SSN, Birth Date,
City, Street, or County.

2. Once you have completed entering personal information, select from the Where
to Search options.

Version 4.1 8
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3. If desired, you may choose different Sort Results By options by selecting from
the drop-down lists.

4. Click once on the SEARCH button IEZEEN
The time it takes the system to search the Driver database may be lengthy depending

upon the search criteria. A search utilizing a PIC will be much faster than a search of
possible last names and birth dates.

The DAPS system will display a maximum of 300 records. If more than 300 records are
found, the system will identify the number of records found, but it will only display a 20-
record sample on the Driver Search Results screen:

Fisieer inal make gl Drwes aaik Aesuks - Fraset Deems Eepiers rosshai by Depsrtmssnl (8 Ussssing e T4 ]
S th . teowe o0 @
__#_l_ta_r!-_--%-ﬂr.'_']-_'.‘.‘,l MJWMJ_:rJ’"T = § =

_Wmlmﬁmp P —Tr— = P ks =

DRIVER AND PLATE SEARCH ] jﬁf ; l—’

Rurenr Snarch Resuts

15627 Matchlng Driver Records Found

Hote: Ciizplay kmiled & ted oy 20 sample | iz wall e dzplayes The sample records will not be sorbed.

Pir Hems | Siras Sex|  FEM | Dinhidate | iBalght [Walgas ity COL [Lie | Eaplens
PUBERIGITIOH (VAT T EETIEIE PO FOASGEE BAVIEE 57 IS KENEMK L4 SVEVOOI
anracappy [ METERM CHAETIAN M AW (12%Z T QWM KEMT T fi2naoms
peaapoe) | [VICMESERE M SEENSI2 (AMSE 1" (B EVERETT L [0S il
EES0 T el RR Fo|lNE0SES (0MA1973 &7 fla3 SEATILE 31 30006
saCneLne  [VAITMACMES LICHLE FoOATDTIED WIS FT DM [TACOWA i R
LAH DHEASUG ”"_-',,E';i'.__":_.‘faf:“"._,’;:": F T WioE B4 1B WANCOIVER el ot
ancesazaen (VL N F o SE0O0407 BAINGRE  EE° (130 BEATIE 2 B onT
A PR PR MFZDE-I'::TD%RHR:I FAWIEED BRRaRe  BEF i AR METON 1 EREE
T ““‘:Dl‘r‘lf';:‘b'::-f_f:'ff FoOSSEEMEM BESE 5T (3 FUYALLLP ol
A [ e T M EESOMEE BOANSET B DI0 WOODSVLE D Eodone
AU IrmICOO ., MFE“';&-F.-':- NEH:‘ (L] & JU, P 1.V B 1 1airiikla T 1.-%rensl :I

| prem | E Lxalinborm

Driver Search Results Screen

At this point, you have the option of narrowing the search by excluding or including
information. For example, if you think the individual’s name is some variant of Davidson
and you've entered DAV% in the Last Name(s) field, you could narrow the results by
entering an additional letter: DAVI1%. Likewise, if you've entered ten possible last
names, you could narrow the search by entering only five last names.
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Driver Search Results

If your Driver search brings up 300 or fewer records, the Driver Search Results screen
opens:

- - IR [ - = %]

Department ol Licensiag gl
DRIVER AND PLATE SEARCH N 5#*‘

Cirfver Search Resulis
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MITCHEA TaDH 2195 PATTERSOH ST HE M AR HLT 1) g CLTRMA 1 s
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=T BAITCHELL RO ALD | T e [ . ] -
MITCHR = EE a4 SR B M IR I 2 [ CLTMA 10, s
e MITCHELL FUZAN AECDE - e ¢ ] ‘-
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2-38:56 P 2:30:56 P
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Snpplied Laslamemetchell “WeightFrom-200 WeightThew: 3000 County 34
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Cmery Type S0L Seanch Execabed T | Foumise
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200 and Dierenr Wit <= 3000 and (Criver. CoumtyID = "3 ORDER BY Drar Lasthame,
Crriver. Frethinen, Dinver FIC
Urdnque FIC=
Fammi: 4

et 1 pee

Select 1 pen 4

Thaver

Driver Search Results Screen — External User

Notice that the menu items at the top of the screen are the same as on the Driver
Search screen. You may click on any of these menu items to be routed to another point
in the DAPS application. In addition, you may navigate from one screen to another by
using your browser’s forward and back buttons.

Matching Driver Records Found

This table displays the search results. These are the records found in the Driver
database that match your search criteria.

Notice that each PIC is underlined. Underlined items indicate a hyperlink that, when
clicked, will provide additional information. If you click on a PIC, you will access that
specific Driver record where you will be able to view the details for that person.

The CDL (Commercial Driver License) column will contain 3 asterisks (***) if the Driver
record contains CDL information. Click on the PIC to view CDL information.
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The LIC (License) column contains the transaction code for the most recent activity to
the Driver record. Notice that the LIC code is a hyperlink. If you click on the hyperlink, a
new window opens that contains the name of the transaction and the master list of
transaction types.

a License Type - Microsoft Internet Explorer provided by De - |I:I|1|
J File Edit View Fawvorites Tools Help i
J dm Bock « = - @ ot | @Search [Ge] Favarites @Media @ | I%-. &

J Address Iﬁj http:,l',l'dpsearchdev,l'LicenseT';.fpe.asp?LicTypeText=32&5355icﬂ P En |J Links **

s JLLILEST LU LA LR = ] "I

|EIE |Instruu:ti|3n Permit - Original - Mon-Phata

|EIE |Instructinn Permit - Renewal- Mon-Photo

|IZI?r |Instructiun Fermit - Duplicate- Man-Photo
|DB |Instructi0n Fermit - Hetake - Non-Photo
10 |AG Permit - Retake

11 |AG Permit - Original

|12 |AG FPermit - Renewsal

13 |AG Pernit - Duplicate

14 |AG Permit - PLO

20 |ID Card - Retake

21 |ID Card - Original

22 |ID Card - Renawal

23 |ID Card - Duplicate

24 |ID Card - PLO

25 |ID Card - Welfare

|26 |ID Card - Welfare Renewal

|3EI |License Retake

|3'l |Lic:ense Original

|32 |Lic:ense Renewal

|33 |Lic:ense Duplicate

134 |License PLO

135 |License Ren/Orig M/C

136 |License Ren/Orig COL

137 |License Orig COL Only

|38 |Lic:ense OrigdOrig COL (transfers)

|39 |Lic:ense Recaord Build

134 |License Ren/Orig MVC Orig COL

138 |License Ren/M/C+ =
4

|@ Daone l_ l_ l_ (B Local intranet

Types of Transactions
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Processing Results

This table displays your user information, the search criteria that you supplied,
processing information, the number of records found, and the number of unique PICs
returned.

How to Proceed

Once the Driver Results screen opens (see page 11), you have four basic ways in
which to proceed:

» Accept the results as they are displayed.

» Access additional information on a specific Driver record.
* Do not accept the results; refine the search criteria.

» Select from the menu options.

1. Accept the Results as Displayed:

If you are accepting the results as displayed, your choices are to view them on the

screen or print them out. If you wish to print the results, click on the print icon on
your browser. This will print the entire list of results. If you wish to print only a portion of
the results, you may copy and paste selected results into a word processing document,
and then print the document.

2. Access Additional Information:

If you wish to view additional Driver information, click on a Personal Identification Code
in the PIC field. Underlined information, such as the PIC, indicates a hyperlink. Clicking
on this link will bring up another screen that will provide you with additional information,
in a sense “drilling down” into that record. Use your browser’s forward and back buttons
to move from screen to screen.

The following is a typical Driver Information screen:
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Driver Information Screen — External User
Selected Driver: The Selected Driver table gives current Driver history.

Driver History: The Driver History table includes past Driver information,
including aliases. Notice that the PIC is a hyperlink. Clicking on this link will open
a pop-up window containing information for the related PIC.

Driver Comments: This includes comments to the Driver record, if any.

Driver Address History: This includes the selected driver's address changes.
Current address information will be displayed in the Selected Driver table at the
top of the screen.

Driver Transactions: This includes a history of the transactions relating to the
Driver record. This history pertains to the PIC on which the search was
conducted.
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Related Vehicles: Any vehicles owned by the driver are presented here. Plate
numbers of related vehicles are hyperlinked to additional vehicle information.

3. Do Not Accept the Results; Refine the Search Criteria:

If the search returns too few or too many records, you may wish to go back to the
Driver Search screen and include more information by which to search. Simply click on

«— Back,

your browser’s back button to return to the Driver Search screen. Your original
search criteria should continue to display so that you can modify the parameters and
initiate another search.

4. Select from the Menu Options:

If desired, you may click on any of the menu buttons to log off or be routed to another
area of the DAPS application.

More than 300 Records Returned

If you’'ve narrowed the search as much as possible and still have more than 300 records
returned, you have two options:

» Contact your office Power User to request an increase in the maximum
records returned or to access additional Where to Search options.

* Request an Unload from the Department of Licensing Communications Unit.
An Unload is a report that details all of the search results. It may take more
than 24 hours to receive this type of information.

HINT: If your search criteria includes both genders and more than 300 records are
found, you might be able to view all records by searching by one gender and then the
other.

Requesting an Unload from DOL

If you have narrowed the search as much as possible and still have a return of more
than 300 records, you may e-mail the Department of Licensing Communications Unit
with a request for an Unload. When you request an Unload, DOL staff will produce a
report that contains all of the records you have requested. These reports are typically
either faxed or mailed back to the person who requests the Unload.

NOTE: It is very important to give the Communications Unit staff the exact search
criteria that you used in your original search. If the search criteria do not match, the
Unload Report from DOL will include information that is different from your original
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search. In addition, it's important to note that the information contained in the Unload
Report is that which is current in the system at the time the Unload is processed.

To request an Unload, scroll down to the bottom of the Driver Search Results screen
to the table entitled Processing Results. The information in the Criteria Supplied field
will be the criteria that you will send to DOL.
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Driver Search Results Screen

1. Copy the information exactly as is given in the Criteria Supplied field. An easy

way to do this is to use the computer mouse to highlight and Copy the

information.

In the body of the e-mail to DOL, either type in the exact search criteria or Paste

what you copied with the mouse.

Enter your contact information, such as your phone number and FAX number,
and send the e-mail to the Department of Licensing Communications Unit.
Depending upon the size of the report, DOL staff will send the results to you
either by FAX or by the Postal Service.
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Query Error Screen

The Query Error screen will display if the search criteria that you entered gives rise to
an error during the processing of your search. A typical example of a Query Error

screen is:
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Query Error Screen

There are a number of reasons why a search will return an error. Some of the more

common are:

* No records exist in the database that match the search criteria.

* Not enough information was given. For example, you must include one of the
following: Last Name, PIC, SSN, Birth Date, City, Street, or County.

* Information is not entered correctly. For example, the first Birth Date data
field is left empty, but a value is entered in the thru data field.

The Query Processing Error table will identify what caused the error to occur. Use the

browser's back button =% o return to the Driver Search screen to modify the

search criteria and initiate another search.
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Vehicle Search Screen

Click once on the VEHICLE SEARCH button

opens:

WEHICLE SEARCH

. The Vehicle Search screen
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DAPS Vehicle Search Screen — External User

Vehicle Search Screen Data Fields

Plate: License plate number. You may enter two license plate numbers; use the first
data field if only entering one plate number. Wildcards are allowed.

VIN: Vehicle Identification Number. You may use wildcards in the vehicle identification

number.
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Model Year: Vehicle model year. Enter model year as a single year or as a range of
years in YYYY format (1990). Use the first data field to enter a specific year.

Make(s): Vehicle make. Enter all or part of the vehicle make. You may search for more
than one make by separating each value with a comma. For example, Ford, Buick,
Chev.

Series Body(s): Vehicle body style. Enter all or part of the body style. You may search
for more than one body style by separating each value with a comma. For example,
2DR, 4DR. Wildcards are allowed.

Special Plate Code: Special license plate code identifying specialized plates. Select a
value from the drop-down list.

Primary Color: Primary vehicle body color. Select a color from the drop-down list. You
may select more than one color by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Secondary Color: Secondary vehicle color. Select a color from the drop-down list. You
may select more than one color by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Use Class: Vehicle use classification. Select a value from the drop-down list. You may
select more than one use class by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Registered in County: County in which the vehicle is registered. Select a county from
the drop-down list. You may select more than one county by holding down the Ctrl key
on your keyboard while clicking on the desired value with the mouse. Selecting a single
county will limit the search results to legal residents of that specific county. Selecting
more than one county will expand the search results to residents of the counties
selected.

Tab Number: License tab number. Enter the complete tab number.

Expiration Date: Vehicle license expiration date. Enter a specific date or a range of
dates in MM/DD/YYYY format. You must enter a specific date in the first data field.

Last Name(s): Last name. Enter all or part of the last name. You may search using
more than one last name by separating each name with a comma. For example: Doe,
Smith, Jones. Wildcards are allowed.

First Name(s): First name. Enter all or part of the first name. You may search using
more than one first name by separating each name with a comma. For example: Jana,
Jane, Janet. Wildcards are allowed.
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Middle Name(s): Middle name. Enter all or part of the middle name. You may search
using more than one middle name by separating each name with a comma. For
example: Fae, Fay, Faye. Wildcards are allowed, but may significantly slow the search.

PIC: Personal Identification Code. A unique code based on a person’s name and birth
date that is used by DOL for record identification. The PIC is known as the Driver
License, ldenticard, permit, or Operator License Number (OLN). You may use all or part
of the PIC. Wildcards are allowed.

Business Name(s): Name of the business that owns the vehicle. Enter all or part of the
business name. You may search using more than one name by separating each name
with a comma. For example: Avis, Budget, Hertz. Wildcards are allowed.

UBI Number: Uniform Business Identifier. A sixteen-digit code used by DOL to identify
a business. Wildcards are allowed.

Street: Vehicle owner street address. Enter all or part of the street address. Wildcards
are allowed, but may significantly slow the search.

City(s): Vehicle owner’s city of residence. You may enter all or part of the city name.
You may also search using more than one city by separating each name with a comma.
For example: Seattle, Sea-Tac, Tukwila. Selecting a single city will limit the search
results to residents of that specific city. Selecting more than one city will expand the
search results to residents of the cities selected. Wildcards are allowed.

State: Vehicle owner’s state of residence. Enter the state as the standard two-letter
abbreviation (WA, OR). Wildcards are allowed.

Owner County: Vehicle owner’s county of residence. Select a value from the drop-
down list. You may select more than one county by holding down the Ctrl key on your
keyboard while clicking on the desired value with the mouse. Selecting a single county
will limit the search results to legal residents of that specific county. Selecting more than
one county will expand the search results to residents of the counties selected.

Zip Code(s): Zip Code. You may search using one or more Zip Code. If searching more
than one Zip Code, separate each number with a comma. For example: 98501, 98502,
98503. Selecting a single Zip Code will limit the search results to those residing within
that area. Selecting more than one Zip Code will expand the search results to additional
areas. Wildcards are allowed. This field allows a maximum of 255 characters.

Options for Display of Results
Limit Name and Address Searches to Current Owners Only: This box is checked by

default. It will limit the search to a vehicle’s current owners. If unchecked, the search is
expanded to the vehicle’s previous owners.
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Include Names and Addresses with Vehicle List: This box is checked by default. It
will include the names and addresses of current vehicle owners in the search results. If
the box is unchecked, the names and addresses of current vehicle owners will not
display. Using this option increases the time required to process the search, but may
provide important information.

Max. Records to Display: The DAPS system will display a maximum of 300 records. If
you are searching for a common vehicle, such as a Honda, include as much information
as possible to narrow the search.

Sort Results By: Search results are defaulted to sort by Plate. You may select other
options from the drop-down lists.
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Processing a Vehicle Search

WEHICLE SEARC
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Vehicle Search Screen — External User

When conducting a search of Vehicle records, you may use any combination of data
fields on this screen. The more data fields completed, the more accurate the search
results. You must, however, include at least one of the following: Plate, Model year,

Make, Series Body, City, County, Tab Number or VIN.

1. Place the cursor in the data field desired and enter the appropriate information.
Remember that fields ending with an (s) mean that you can search by more than
one value for that field by separating each value with a comma: Dodge, Ford,
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GMC.

2. Once you have completed entering the Vehicle information, you may enter
Vehicle Owner search criteria.

3. If desired, you may choose different Sort By options by selecting from the drop-
down lists.

4. Click once on the Search button [EZEEN.
The time it takes the system to search the Vehicle database may be lengthy depending

upon the search criteria. A search utilizing a full plate number will be much faster than
one where only one or two of the numbers or letters are used.

The DAPS system will display a maximum of 300 records. If more than 300 records are
found, the system will identify the number of records found, but it will only display a 20-
record sample on the Vehicle Search Results screen:

Finienr anel Fuke Sawch - iphecde Sasnh @ solis - Sreselt bl st Segiorer previled 1 § ]]
D EW: [l oy B g0 : ﬂ
bt - = - D] D) Qsewh Sfevas @vwl 3 - - g =

L e T e T 2| e | [k =

ORIVER AND PLATE SEARCH ] ‘? . ’

vaficls Ssarch Remlls

45335 Matching Vehicle Records Found
Hode: Dieply kmilsd ascosded oy 20 samake record: wal b daplayed The sampls records will not b+ sorted.
Plais Taim Hake Sarian Celaijui WIH Erplisa Ol Plaia Haw Plain
RIETTE] 2000 FORD  CER HAlL Wi FFOeaEEHY Yielasa 1330 FLURGED AJ8605)
e Legal WHEEE Y L AND BN Mz B on b=
A =2 [P P | R0 By 35 CLINTOR [TV Che faleag
it [F P B0 6 FREELAND AR DR e
ek 1] il FORD LS Soamr vF ek P S FITTRGE CEHDLE
Cuvarnt Pl dvsri=d WADCIC K IRMES F FiC WSDDCLIFRSICE
Biets B gt CX) EVERGEEER PORD 150 10TH AVE g A Wk ¥
At ry e L] LR F1PU ZFTHECENI Y L BrIEerL:
Canar P ral el EDRLE WOTCORS (R Hie PIEC i Fild
Adiress Pl rioe] PO ALY 5N PUYALLLF WA Phiwca
Lepl o m FORD  F1AL IFTIFITT | THEdd5E
A ot g il EORLA MOTORS IR M PIC on fila
Apdress P gratisiad POE0E 538 PUYALLLF VLIS P o
T Lo bt

Vehicle Search Results Screen

At this point, you have the option of narrowing the search by excluding or including
information. For example, if you think the vehicle owner’'s name is some variant of

Version 4.1 22
9/5/03



Department of Licensing User Guide — External User Vehicle Search

Davidson and you've entered DAV% in the Last Name(s) field, you could narrow the
results by entering an additional letter: DAVI%. Likewise, if you've entered four different
vehicle makes, you could narrow the search by entering only one or two makes at a
time.

Vehicle Search Results

If your Vehicle Search brings up 300 or fewer records, the Vehicle Search Results
screen opens:
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Vehicle Search Results Screen

Notice that the menu items at the top of the screen are the same as on the Vehicle
Search screen. You may click on any of these menu items to be routed to another point
in the DAPS application. In addition, you may navigate from one screen to another by
using your browser’s forward and back buttons.

Matching Vehicle Records Found
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This table displays the search results. These are the records found in the Vehicle or
Vehicle Owner database that match your search criteria.

Notice that each Plate is underlined. Underlined items indicate a hyperlink that, when
clicked, will provide additional information. If you click on a PLATE, the Vehicle
Information screen will open.

In addition to the Plate, each PIC is underlined. If you click on a PIC, you will access
that specific Owner record and be able to view the details for that person.

How to Proceed

Once the Vehicle Search Results screen opens, you have four basic ways in which to
proceed:

* Accept the results as they are displayed.

* Access additional information on a specific vehicle record.
* Do not accept the results; refine the search criteria.

* Select from the menu options.

1. Accept the Results as Displayed:

If you are accepting the results as displayed, your choices are to view them on the

screen or print them out. If you wish to print the results, click on the print icon on
your browser. This will print the entire list of results. If you wish to print only a portion of
the results, you may copy and paste selected results into a word processing document,
and then print the document.

2. Access Additional Information:

If you wish to view additional vehicle or owner information, click on the selected Plate or
PIC. Underlined information, such as the Plate, indicates a hyperlink. Clicking on a
hyperlink will bring up another screen that will provide you with additional information, in
a sense “drilling down” into that record. Use your browser’s forward and back buttons to
move from screen to screen.

The following is a typical Vehicle Information screen:
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DRIVERAND PLATE SEARCH N

Vehicle Infarmiafion
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Vehicle Information Screen
Selected Vehicle: The Selected Vehicle table gives current Vehicle history.

Related Vehicles: This table provides additional information that relates to the
selected vehicle, such as former license plate numbers.

Vehicle Owner: This table provides information on the vehicle’s registered
owner.

Vehicle Address: This includes the address information on file for the selected
vehicle.

Vehicle Transaction: This includes a history of the transactions on the Vehicle
record.

3. Do Not Accept the Results; Refine the Search Criteria:
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If the search returns too few or too many records, you may wish to go back to the
Vehicle Search screen and include more information by which to search. Simply click

A Back,

on your browser’s back button to return to the Vehicle Search screen. Your
original search criteria should continue to display so that you can modify the parameters
and initiate another search.

4. Select from the Menu Options:

If desired, you may click on any of the menu buttons to log off or be routed to another
area of the DAPS application.

More than 300 Records Returned

If you’'ve narrowed the search as much as possible and still have more than 300 records
returned, you have two options:

» Contact your office Power User to request an increase in the maximum records
returned or to access additional Where to Search options.

* Request an Unload from the Department of Licensing Communications Unit. An
Unload is a report that details all of the search results. It may take more than
24 hours to receive this type of information.

Requesting an Unload from DOL

If you have narrowed the search as much as possible and still have a return of more
than 300 records, you may e-mail the Department of Licensing Communications Unit
with a request for an Unload. When you request an Unload, DOL staff will produce a
report that contains all of the records you have requested. These reports are typically
either faxed or mailed back to the person who requests the Unload.

NOTE: Itis very important to give the Communications Unit staff the exact search
criteria that you used in your original search. If the search criteria do not match, the
Unload Report from DOL will include information that is different from your original
search.

To request an Unload, scroll down to the bottom of the Vehicle Search Results screen
to the table entitled Processing Results. The information in the Criteria Supplied field
will be the criteria that you will send to DOL.
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Vehicle Search Results Screen

1. Copy the information exactly as is given in the Criteria Supplied field. An easy
way to do this is to use the computer mouse to highlight and Copy the
information.

2. In the body of the e-mail to DOL, either type in the exact search criteria or Paste
what you copied with the mouse.

3. Enter your contact information, such as your phone number and FAX number,
and send the e-mail to the Department of Licensing Communications Unit.
Depending upon the size of the report, DOL staff will send the results to you
either by FAX or by the Postal Service.
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Query Error Screen

The Query Error screen will display if the search criteria that you entered gives rise to
an error during the processing of your search. A typical example of a Query Error
screen is:

e IR ] - | wi - 2 <
Departmend of Liccosieg ] 5 |
DRIVER AND PLATE SEARGH _ ;& I ’
QueryEmor .
[ e | st | ez e | s | iapor |

An ermer eccumed while processing your request,

The specifics are shown below.
Flease click the "Back" button, adjust your criteria as indicated and then try again.

Query Processing Emror:

Saarch elemants supplied do nok maet minimum raqumamerts
Wenlcle Searches require &t lesst ona of the tolowing critena: Plate, Model Yeer, Make, Sanas
By, ity Caurdy, Tt Mumber or VI

“owr criteria gansralad the Riliming quary

i1 = 1) aned Denbivm (Vihizle CokiPamall =0 OR Vb ColaPime = BEET and felievatila ColsiSueond)) =
OR Yehch ColwSecand = S5 and (Wehidle Usellazs = TP

[Yoow checkad the follzwing opizn:

D splay VERICLE 1ecords

Query Error Screen

There are a number of reasons why a search will return an error. Some of the more
common are:

* No records exist in the database that match the search criteria.

* Not enough information was given. For example, you must include one of the
following: Plate, Model Year, Make, Series Body, City, County, Tab Number or
VIN.

* Information is not entered correctly. For example, the first Model Year data field
is left empty, but a value is entered in the Model Year thru data field.

The Query Processing Error table will identify what caused the error to occur. Use the
“= Back

browser’s back button to return to the Vehicle Search screen to modify the
search criteria and initiate another search.
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Part Two — Power User

Extended Functionality for Power User

In addition to the basic search options available to the External User, a Power User has
access to extended functionality within the DAPS application.

General:

» Ability to increase the number of search results

* Last name and first name Soundex (Sdx), which allows for phonetic search

* Not restricted to searches that use at least one database index, such as PIC,
Last Name(s), or First Name(s)

Driver Search:

» Additional “Where to Search” options

* Vehicle Owner records that match both name and address search criteria

» Display Vehicle Owner records that match at least name criteria

» Display Vehicle Owner records that match at least the address criteria

* Option to search using UBI and Business Name on Additional Vehicle Owner

Search

Vehicle Search:

» Ability to search by brand of vehicle
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Driver and Plate Search Home Page

Once you have gained access through Transact Washington to the Driver and Plate
Search application, the following page will load in your browser window:

W orrwer and Flate Search - Home - Hicrosalt Internet Explorer provided by Department OF Licensing for 15
Be Edt pew Fgwomes Tods  Heb

Department ol Licemsing :
ORIVER AND PLATE SERRGH &

a, F

Your Name,
Welcome to the DEFELI"IH‘!EI"II of Llcensing
Driver and Plate Search.

Flease Mote: The Driver Data retrieved through this application may be
up to 24 hours old and the Vehicle Data up to 48 hours old (due to weekend).
Howeaver, a typical range is 12 to 24 hours.

The information contained in this system is confidential,
Inappropriate access to or use of this information
may resultin civil and or criminal actions.

=
2] kel My Computer -
DAPS Home Page

The Driver and Plate Search Home page is your entry point into the DAPS application.
Please note the following menu items:

HOME: The HOME button will route you to the DAPS application Home page.
This button is common to all screens.

DRIVER SEARCH: The DRIVER SEARCH button opens the Driver
Search screen where you will initiate a search of Driver information. You may also
request vehicle owner records in this type of search.

VEHICLE SEARCH: The VEHICLE SEARCH button opens the Vehicle
Search screen where you will initiates a search of Vehicle and Vehicle Owner
information.
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HELP: ISl The HELP button launches the DAPS User Guide. The User Guide
operates in a window that is separate from the DAPS application.

To navigate within the User Guide, click once on a topic or hyperlink. The entire Help
screen may not be visible at one time; you may need to use the scroll bar at the right
side of the window to view all of the information.

<} Driver and Plate Search User Manual - Microsoft Internet Explorer =10l x|

J File Edit ‘Wiew Faworites Tools  Help |

J §mBack - = - () i | ‘Qsearch  [GFavorites  PMedia ®| G S -

J Address @ PAPROIECTSILaw Erforcement Daka Access\Documentation|DAPS User Manual'l,DriVEj oGo J Links **

b Contents Indexx B Search [E] Glossary |- search - (GO |
=
([ ntroduction Introduction
_i‘l Inkroduction
_i‘l User Classes
2] Lagging on/aff The Driver and Flate Search application (DAFPS)
2] Navigation allows access to driver and wehicle records by
2] wildcards Department of Licensing {DOL) and law
2] Contact Information enforcement staff. The application operates in a
_i‘l About this Manual

& External Users browser environment and is available for search
@ Power Users queries 24 hours a day, except during system

@ Driver Search Hints maintenance.

@ ‘Wehicle Search Hinks
€ POF Version - DAPS User Guide

€] Dane l_ l_ l_ Local inkranet A

DAPS User Guide

LOG OFF: The LOG OFF button closes the DAPS application. To allow the
application to close properly, it is important to Ioi off before closing the browser

window. You may click on the LOG OFF button
exit the application.

on any DAPS screen to
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Driver Search Screen

Click once on the DRIVER SEARCH button
opens:

. The Driver Search screen

e I E I | ¥l - # %
Departmend of Licensiey [ ﬂ; / -1
DRIVER AND PLATE SEARCH W7
Dhver Search 8

[Uza this area 1o search spacticaly e parsons in the Orrar database
F you hawe name irfamnalion asafable, yau shocld check tha b 10 -Ssaick Yekicle Oanas Alsa-

Duwer Saacch dowe sl peovide aoceas o vabidog
wild Carde |underscore] = 1 Character, % Gparcend] = Cne or mare characiens:
Marme and Address Search Criteria for Drivers andiar Vehicle Dwners
Pilc: SEM;
Lasi Hamcfs: | I Sdx First Hamais: | I &d=
Rildle Mamvefsi; | Sl
il [t [ thay | Enfer YHFY ar MEDOOY Y |G andar: Unkrcwn =
Height i = whis | " | = Weinhe Il whiig | [T
ElacsHLE] Adame 1) E
Eya Colorfs): | Ceunmy Amofin (12
Bonnon (2]
Chiaian (234] =
Speet; [ Zip Codeoisi: | Snata: |
ity I

Where to Search . Seleet all that apply
F Cusplay DRIVER records. Faddrass critena ang suppiad, search far matchas in the cumant addresses on drvar icsnsas.
™ Cusplay ORIVER records mabching 2ddress critena as curment address OF histon cal address. Heguines Adaress Cnlens

' Diisplay Vahicle Crner racards matching BOTH Mame AND Address critieria, “Raguines Address and Nams Crilens
I~ Cusplay Vehicle Crner racords matching at least Mams ciiena. “Requiras Mams Cnieria

' Display Vehicle Ormer recards malching al least Aderess criliena, "Requies Addvess Crilena
Addiional Vehicle Cner Search kems—  UBIMumber|  Business Marmnesy|

Dptions fer Display of Results

Maximem Recands te thlmW Maxlmus Reconds fag Unloads | 3000

Son Resutis Byz |LastHeme x| [Fisthiame =] [P =

DAPS Driver Search Screen — Power User

Driver Search Screen Data Fields

PIC: Personal Identification Code. A unique code based on a person’s name and birth
date that is used by DOL for record identification. The PIC is known as the Driver
License, Identicard, permit, or Operator License Number (OLN). You may use all or part
of the PIC. Wildcards are allowed.
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SSN: Social Security Number. Enter all three sections of the SSN. You may use
wildcards in place of any of the individual numbers.

Last Name(s): Last name. Enter all or part of the last name. You may search using
more than one last name by separating each name with a comma. For example: Doe,
Smith, Jones. Wildcards are allowed. This field allows a maximum of 255 characters.

Sdx: Soundex. Clicking in this box allows for a phonetic search. Results vary, and may
dramatically increase the number of records returned.

First Name(s): First name. Enter all or part of the first name. You may search using
more than one first name by separating each name with a comma. For example: Jana,
Jane, Janet. Wildcards are allowed. This field allows a maximum of 255 characters.

Sdx: Soundex. Clicking in this box allows for a phonetic search. Results vary, and may
dramatically increase the number of records returned.

Middle Name(s): Middle name. Enter all or part of the middle name. You may search
using more than one middle name by separating each name with a comma. For
example: Fae, Fay, Faye. Wildcards are allowed, but may significantly slow the search.
This field allows a maximum of 255 characters.

Suffix: Suffix. The suffix comes after a name. Examples are: Jr, Sr, PhD. Wildcards are
allowed, but may significantly slow the search.

Birth Date: Birth date. Enter the specific birth date or a range of dates. Enter a specific
birth date as MM/DD/YYYY (01/01/1971). Enter a range of dates as MM/DD/YYYY
(01/01/1971) or as YYYY (1971). Enter a specific birth date in the first data field.

Gender: Gender. Automatically defaults to Unknown if no selection is made from the
drop-down list.

Height: Height. Enter a specific height or a range of heights as feet and inches. If you
search for a specific height, the system looks for an exact match. Enter a range to
increase the search results.

Weight: Weight. Enter a range of weight in pounds.

Eye Color(s): Eye color. Select from the drop-down list. You may select more than one
color by holding down the Ctrl key on your keyboard while clicking on the desired value
with the mouse. If you select eye color(s), the system will look for an exact match or
only those records matching the eye colors selected.

County(s): County of residence. You may select more than one county from the drop-
down list by holding down the Ctrl key on your keyboard while clicking on the desired
value with the mouse. Selecting a single county will limit the search results to residents
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of that specific county. Selecting more than one county will expand the search results to
legal residents of the counties selected.

Street: Street address. You may search using the entire street address, or just by street
name. Wildcards are allowed, but may significantly slow the search.

ZipCode(s): Zip Code. You may search using one or more Zip Code. If searching more
than one Zip Code, separate each with a comma. For example: 98501, 98502, 98503.
Selecting a single Zip Code will limit the search results to those residing within that Zip
Code area. Selecting more than one Zip Code will expand the search results to
additional areas. Wildcards are allowed. This field allows a maximum of 255 characters.

State: State. Enter the state as the standard two-letter abbreviation (WA, OR).
Wildcards are allowed.

City(s): City of residence. You may enter all or part of the city name. You may also
search using more than one city by separating each name with a comma. For example:
Seattle, Sea-Tac, Tukwila. Selecting a single city will limit the search results to residents
of that specific city. Selecting more than one city will expand the search results to
residents of the cities selected. Wildcards are allowed. This field allows a maximum of
255 characters.

Where to Search Options

Display DRIVER records. If address criteria are supplied, search for matches in
the current addresses on Driver licenses. This box is checked by default, and
initiates a search of the Driver database. Leave this box checked even if you do not
have address information. This is the most common type of search.

Display DRIVER records matching address criteria as current address OR
historical address. **Requires Address Criteria. Select this box to search records
that have current or historical addresses matching your address criteria.

Display Vehicle Owner records matching BOTH Name AND Address criteria.
**Requires Address and Name Criteria. Checking this box initiates a search of the
Vehicle Owner database to return Vehicle Owner records in addition to Driver records.

Display Vehicle Owner records matching at least Name criteria. **Requires Name
Criteria. Checking this box initiates a search of the Vehicle Owner database to return
Vehicle Owner records in addition to Driver records.

Display Vehicle Owner records matching at least Address criteria. **Requires
Address Criteria. Checking this box initiates a search of the Vehicle Owner database
to return Vehicle Owner records in addition to Driver records.

Additional Vehicle Owner Search Items: UBI Number; Business Name(s). Entering
information in these data fields initiates a search of the Vehicle Owner database to
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return Vehicle Owner records in addition to Driver records. You may search for more
than one business name by separating each name with a comma. For example: Avis,
Budget, Hertz.

Options for Display of Results

Maximum Records to Return: This data field allows you to change the maximum
number of records to return. The default is 300 records. If you are searching for a
common name, such as Anderson or Smith, include as much information as possible to
narrow the search. Power Users have the ability to change this number to as high as
9999. If the number of records returned is increased, the results are divided into blocks
containing 300 records.

Maximum Records for Unload: Not in use.
Sort Results By: Search results are defaulted to sort by last name, first name and PIC.

You may select other options such as SSN, Birth Date, and City from the drop-down
lists.
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Processing a Driver Search

Click on the DRIVER SEARCH button w to access the Driver Search screen:
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DAPS Driver Search Screen — Power User

When conducting a search of Driver records, you may use any combination of data
fields on this screen. The more data fields completed, the more accurate the search
results. Fields ending with an (s) mean that you can search by more than one value for
the field by separating each value with a comma.

NOTE: One of the key fields for a quick search with specific results is the PIC data field.
The PIC (Personal Identification Code) is also known as the OLN (Operator License
Number).
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5.

Place the cursor in the data field desired and enter the appropriate information.

. Once you have completed entering Driver information, select from the Where to

Search options.

If desired, you may change the Maximum Records to Return from 300 to 9999.
Requesting a larger number of records to return will increase the time that the
system takes to search the database.

If desired, you may choose different Sort Results By options by selecting from
the drop-down lists.

Click once on the SEARCH button [IEZSE.

NOTE: If you increase the Maximum Records to Return, a pop-up warning message
will open, indicating that you must wait until the results screen finishes painting before
you may click on any link or button.

Microsoft Internet Explorer x|

ME: When retrieving large resulk seks,
woll musk wait until the result screen has
Finished painting befare you can click

an any bukton ar link

4

Warning Message

NOTE: You must click OK on the warning message, and click again on the SEARCH
button IEZSEM to activate the search.

The time it takes the system to search the Driver database may be lengthy depending
upon the search criteria. A search utilizing a PIC will be much faster than a search of
possible last names and birth dates.

The DAPS system will display up to 300 records unless a greater number has been
selected. If more records are found than were requested, the system will display a 20-
record sample on the Driver Search Results screen:
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Driver Search Results Screen

At this point, you have the option of narrowing the search by excluding or including
information. For example, if you think the individual’'s name is some variant of Davidson

and you've entered DAV% in the Last Name(s) field, you could narrow the results by

entering an additional letter: DAVI1%. Likewise, if you've entered ten possible last

names, you could narrow the search by entering only five last names.
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Driver Search Results

If your Driver search results in the maximum number of records you've requested or
fewer, the Driver Search Results screen opens:
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Driver Search Results Screen

Notice that the menu items at the top of the screen are the same as on the Driver
Search screen. You may click on any of these menu items to be routed to another point
in the DAPS application. In addition, you may navigate from one screen to another by
using your browser’s forward and back buttons.

Matching Driver Records Found

This table displays the search results. These are the records found in the Driver
database that match your search criteria.

Notice that each PIC is underlined. Underlined items indicate a hyperlink that, when
clicked, will provide additional information. If you click on a PIC, you will access that
specific Driver record where you will be able to view the details for that person.
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The CDL (Commercial Driver License) column will contain 3 asterisks (***) if the Driver

record contains CDL information. Click on the PIC to view CDL information.

The LIC (License) column contains the transaction code for the most recent activity to
the Driver record. Notice that the LIC code is a hyperlink. If you click on the hyperlink, a
new window opens that contains the name of the transaction and the master list of

transaction types.

a License Type - Microsoft Internet Explorer provided by O - |I:I|1|
J File Edit View Fawvorites Tools Help i
J dm Bock « = - @ ot | @Search [Ge] Favarites @Media @ | I%-. &

J Address I:ﬂj http:,l',l'dpsearchdev,l'LicenseT';.fpe.asp?LicTypeText=32&5355icﬂ P En |J Links **

s JLLILEST LU LA LR = ] "I

|EIE |Instruu:ti|3n Permit - Original - Mon-Phata

|EIE |Instructinn Permit - Renewal- Mon-Photo

|IZI?r |Instructiun Fermit - Duplicate- Man-Photo
|DB |Instructi0n Fermit - Hetake - Non-Photo
10 |AG Permit - Retake

11 |AG Permit - Original

|12 |AG FPermit - Renewsal

13 |AG Pernit - Duplicate

14 |AG Permit - PLO

20 |ID Card - Retake

21 |ID Card - Original

22 |ID Card - Renawal

23 |ID Card - Duplicate

24 |ID Card - PLO

25 |ID Card - Welfare

|26 |ID Card - Welfare Renewal

|3EI |License Retake

|3'l |Lic:ense Original

|32 |Lic:ense Renewal

|33 |Lic:ense Duplicate

134 |License PLO

135 |License Ren/Orig M/C

136 |License Ren/Orig COL

137 |License Orig COL Only

|38 |Lic:ense OrigdOrig COL (transfers)

|39 |Lic:ense Recaord Build

134 |License Ren/Orig MVC Orig COL

138 |License Ren/M/C+ =
4

|"Ej Done l_ l_ l_ [EF Local intranet

Types of Transactions
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Processing Results
This table displays your user information, the search criteria that you supplied,

processing information, the number of records found, and the number of unique PICs
returned.

How to Proceed

Once the Driver Search Results screen opens (see page 39), you have four basic
ways in which to proceed:

» Accept the results as they are displayed.
* Access additional information on a specific Driver record.
* Do not accept the results; refine the search criteria.
* Select from the menu options.
1. Accept the Results as Displayed:

If you are accepting the results as displayed, your choices are to view them on the

screen or print them out. If you wish to print the results, click on the print icon on
your browser. This will print the entire list of results. If you wish to print only a portion of
the results, you may copy and paste selected results into a word processing document,
and then print the document.

2. Access Additional Information:

If you wish to view additional Driver information, click on the selected Personal

Identification Code in the PIC field. Underlined information, such as the PIC, indicates a

hyperlink. Clicking on this link will bring up another screen that will provide you with
additional information, in a sense “drilling down” into that record. Use your browser’s
forward and back buttons to move from screen to screen.

The following is a typical Driver Information screen:
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Driver Information Screen
Selected Driver: The Selected Driver table gives current Driver history.

Driver History: The Driver History table includes past Driver information,
including aliases. Notice that the PIC is a hyperlink. Clicking on this link will open
a pop-up window containing information for the related PIC.

Driver Comments: This includes comments to the Driver record, if any.

Driver Address History: This includes the selected driver's address changes.
Current address information will be displayed in the Selected Driver table at the
top of the screen.

Driver Transactions: This includes a history of the transactions relating to the
Driver record. This history pertains to the PIC on which the search was
conducted.
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Related Vehicles: Any vehicles owned by the driver are presented here. Plate
numbers of related vehicles are hyperlinked to additional vehicle information.

3. Do Not Accept the Results; Refine the Search Criteria:

If the search returns too few or too many records, you may wish to go back to the
Driver Search screen and include more information by which to search. Simply click on

«— Back,

your browser’s back button to return to the Driver Search screen. Your original
search criteria should continue to display so that you can modify the parameters and
initiate another search.

4. Select from the Menu Options:

If desired, you may click on any of the menu buttons to log off or be routed to another
area of the DAPS application.

More than the Maximum Number of Records Returned

If you’'ve narrowed the search as much as possible and still have more than the
maximum number of records returned, you may contact the Department of Licensing
Communications Unit to request an Unload. An Unload is a report that details all of the
search results. It may take more than 24 hours to receive this type of information.

HINT: If your search criteria includes both genders and more than the maximum
number of records are found, you might be able to view all records by searching by one
gender and then the other.

Requesting an Unload from DOL

If you have narrowed the search as much as possible and still have a return of more
than the allowed maximum number of records, you may e-mail the Department of
Licensing Communications Unit with a request for an Unload. When you request an
Unload, DOL staff will produce a report that contains all of the records you have
requested. These reports are typically either faxed or mailed back to the person who
requests the Unload.

NOTE: It is very important to give the Communications Unit staff the exact search
criteria that you used in your original search. If the search criteria do not match, the
Unload Report from DOL will include information that is different from your original
search. In addition, it's important to note that the information contained in the Unload
Report is that which is current in the system at the time the Unload is processed.
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To request an Unload, scroll down to the bottom of the Driver Search Results screen

to the table entitled Processing Results. The information in the Criteria Supplied field
will be the criteria that you will send to DOL.
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Driver Search Results Screen

1. Copy the information exactly as is given in the Criteria Supplied field. An easy
way to do this is to use the computer mouse to highlight and Copy the

information.

2. In the body of the e-mail to DOL, either type in the exact search criteria or Paste
what you copied with the mouse.

3. Enter your contact information, such as your phone number and FAX number,
and send the e-mail to the Department of Licensing Communications Unit.
Depending upon the size of the report, DOL staff will send the results to you
either by FAX or by the Postal Service.
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Query Error Screen

The Query Error screen will display if the search criteria that you entered gives rise to
an error during the processing of your search. A typical example of a Query Error
screen is:
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Query Error Screen

There are a number of reasons why a search will return an error. Some of the more
common are:

* No records exist on the database that match the search criteria.

* Not enough information was given. For example, if your search includes
address criteria you must enter at least the street address.

* Information is not entered correctly. For example, the first Birth Date data
field is left empty, but a value is entered in the thru data field.
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The Query Processing Error table will identify what caused the error to occur. Use the
2 Back

browser’s back button to return to the Driver Search screen to modify the
search criteria and initiate another search.
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Vehicle Search Screen

WEHICLE SEARCH

Click once on the VEHICLE SEARCH button
opens:

. The Vehicle Search screen
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DAPS Vehicle Search Screen — Power User

Vehicle Search Screen Data Fields

Plate: License plate number. You may enter two license plate numbers; use the first
data field when entering a single plate number. Wildcards are allowed.
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VIN: Vehicle Identification Number. You may use wildcards in the vehicle identification
number.

Model Year: Vehicle model year. Enter model year as a single year or as a range of
years in YYYY format (1990). Use the first data field to enter a specific year.

Make(s): Vehicle make. Enter all or part of the vehicle make. You may search using
more than one make by separating each value with a comma. For example, Ford,
Buick, Chev.

Series Body(s): Vehicle body style. Enter all or part of the body style. You may search
using more than one body style by separating each value with a comma. For example,
2DR, 4DR. Wildcards are allowed.

Special Plate Code: Special license plate code identifying state universities. Select a
value from the drop-down list.

Primary Color: Primary vehicle body color. Select a color from the drop-down list. You
may select more than one color by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Secondary Color: Secondary vehicle color. Select a color from the drop-down list. You
may select more than one color by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Use Class: Vehicle use classification. Select a value from the drop-down list. You may
select more than one use class by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Registered in County: County in which vehicle is registered. Select a county from the
drop-down list. You may select more than one county by holding down the Ctrl key on
your keyboard while clicking on the desired value with the mouse. Selecting a single
county will limit the search results to legal residents of that specific county. Selecting
more than one county will expand the search results to residents of the counties
selected.

Tab Number: License tab number. Enter the complete tab number.

Expiration Date: Vehicle license expiration date. Enter a specific date or a range of
dates in MM/DD/YYYY format. You must enter a specific date in the first data field.

Vehicle Brand(s): Vehicle brand. Select a value from the drop-down list. You may
select more than one brand by holding down the Ctrl key on your keyboard while
clicking on the desired value with the mouse.

Version 4.1 48
9/5/03



Department of Licensing User Guide — Power User Vehicle Search

Last Name(s): Last name. Enter all or part of the last name. You may search using
more than one last name by separating each name with a comma. For example: Doe,
Smith, Jones. Wildcards are allowed.

Sdx: Soundex. Clicking in this box allows for a phonetic search. Results vary, and may
dramatically increase the number of records returned.

First Name(s): First name. Enter all or part of the first name. You may search using
more than one first name by separating each name with a comma. For example: Jana,
Jane, Janet. Wildcards are allowed.

Sdx: Soundex. Clicking in this box allows for a phonetic search. Results vary, and may
dramatically increase the number of records returned.

Middle Name(s): Middle name. Enter all or part of the middle name. You may search
using more than one middle name by separating each name with a comma. For
example: Fae, Fay, Faye. Wildcards are allowed, but may significantly slow the search.

PIC: Personal Identification Code. A unique code based on a person’s name and birth
date that is used by DOL for record identification. The PIC is known as the Driver
License, Identicard, permit, or Operator License Number (OLN). You may use all or part
of the PIC. Wildcards are allowed.

Business Name(s): Name of the business that owns the vehicle. Enter all or part of the
business name. You may search using more than one name by separating each name
with a comma. For example: Avis, Budget, Hertz. Wildcards are allowed.

UBI Number: Uniform Business Identifier. A sixteen-digit code used by DOL to identify
a business. Wildcards are allowed.

Street: Vehicle owner street address. Enter all or part of the street address. Wildcards
are allowed, but may significantly slow the search.

City(s): Vehicle owner’s city of residence. You may enter all or part of the city name.
You may also search using more than one city by separating each name with a comma.
For example: Seattle, Sea-Tac, Tukwila. Selecting a single city will limit the search
results to residents of that specific city. Selecting more than one city will expand the
search results to residents of the cities selected. Wildcards are allowed.

State: Vehicle owner’s state of residence. Enter the state as the standard two-letter
abbreviation (WA, OR). Wildcards are allowed.

Owner County: Vehicle owner’s county of residence. Select a value from the drop-
down list. You may select more than one county by holding down the Ctrl key on your
keyboard while clicking on the desired value with the mouse. Selecting a single county
will limit the search results to legal residents of that specific county. Selecting more than
one county will expand the search results to residents of the counties selected.
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Zip Code(s): Zip Code. You may search using one or more Zip Code. If searching more
than one Zip Code, separate each number with a comma. For example: 98501, 98502,
98503. Selecting a single Zip Code will limit the search results to those residing within
that area. Selecting more than one Zip Code will expand the search results to additional
areas. Wildcards are allowed. This field allows a maximum of 255 characters.

Options for Display of Results

Limit Name and Address Searches to Current Owners Only: This box is checked by
default. It will limit the search to a vehicle’s current owners. If unchecked, the search is
expanded to the vehicle’s previous owners.

Include Names and Addresses with Vehicle List: This box is checked by default. It
will include the names and addresses of current vehicle owners in the search results. If
the box is unchecked, the names and addresses of current vehicle owners will not
display. Using this option increases the time required to process the search.

Max. Records to Display: The DAPS system will display a maximum of 300 records. If
you are searching for a common vehicle, such as a Honda, include as much information
as possible to narrow the search. Power Users have the ability to change this number to
as high as 9999. If you have increased the maximum records to display, the results will
be divided into blocks of 300 records.

Sort Results By: Search results are defaulted to sort by Plate. You may select other
options from the drop-down lists.
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Processing a Vehicle Search

Click on the VEHICLE SEARCH button
screen:
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Vehicle Search Screen — Power User

When conducting a search of Vehicle records, you may use any combination of data
fields on this screen. The more data fields completed, the more accurate the search
results.
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1. Place the cursor in the data field desired and enter the appropriate
information. Remember that fields ending with an (s) mean that you can
search by more than one value for that field by separating each value with a
comma: Dodge, Ford, GMC.

2. Once you have completed entering the Vehicle information, you may enter
Vehicle Owner search criteria.

3. If desired, you may change the Maximum Records to Return from 300 to
9999.

4. If desired, you may choose different Sort Results By options by selecting
from the drop-down lists.

5. Click once on the Search button IEZEEN.
NOTE: If you increase the Maximum Records to Return, a pop-up warning message

will open, indicating that you must wait until the results screen finishes painting before
you may click on any link or button.

Microsoft Internet Explorer x|

ME: When retrieving large resulk seks,
woll musk wait until the result screen has
Finished painting befare you can click

an any bukton ar link

4

Warning Message

NOTE: You must click OK on the warning message, and click again on the SEARCH
button IEZSEM to activate the search.

The time it takes the system to search the Vehicle database may be lengthy depending
upon the search criteria. A search utilizing a specific Plate or VIN will be much faster
than a search of possible makes and body styles.

The DAPS system will display up to 300 records unless a greater number has been
selected. If more records are found than were requested, the system will display a 20-
record sample on the Vehicle Search Results screen:
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Vehicle Search Results Screen

At this point, you have the option of narrowing the search by excluding or including
information. For example, if you think the vehicle owner’'s name is some variant of
Davidson and you've entered DAV% in the Last Name(s) field, you could narrow the
results by entering an additional letter: DAVI%. Likewise, if you've entered four different

vehicle makes, you could narrow the search by entering only one or two makes at a
time.
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Vehicle Search Results

If your Vehicle search results in the maximum number of records you’ve requested or
fewer, the Vehicle Search Results screen opens:
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Vehicle Search Results Screen

Notice that the menu items at the top of the screen are the same as on the Vehicle
Search screen. You may click on any of these menu items to be routed to another point
in the DAPS application. In addition, you may navigate from one screen to another by
using your browser’s forward and back buttons.

Matching Vehicle Records Found

This table displays the search results. These are the records found in the Vehicle or
Vehicle Owner database that match your search criteria.

Notice that each Plate is underlined. Underlined items indicate a hyperlink that, when
clicked, will provide additional information. If you click on a Plate, the Vehicle
Information screen will open.
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In addition to the Plate, each PIC is underlined. If you click on a PIC, you will access
that specific Owner record and be able to view the details for that person.

How to Proceed

Once the Vehicle Search Results screen opens, you have four basic ways in which to
proceed:

Accept the results as they are displayed.

Access additional information on a specific vehicle record.

Do not accept the results; refine the search criteria.

Select from the menu options.
1. Accept the Results as Displayed:

If you are accepting the results as displayed, your choices are to view them on the

screen or print them out. If you wish to print the results, click on the print icon on
your browser. This will print the entire list of results. If you wish to print only a portion of
the results, you may copy and paste selected results into a word processing document,
and then print the document.

2. Access Additional Information:

If you wish to view additional vehicle or owner information, click on the selected Plate or
PIC. Underlined information, such as the Plate, indicates a hyperlink. Clicking on a
hyperlink will bring up another screen that will provide you with additional information, in
a sense “drilling down” into that record. Use your browser’s forward and back buttons to
move from screen to screen.

The following is a typical Vehicle Information screen:
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DRIVERAND PLATE SEARCH N

Vehicle Infarmiafion

HOhE CONEELE TION SEARTH EYVETEM MARTERANCE

Selected Vehicle

Flate: AREREEN VIM: FICERAY30T7E
Feries Body: U Specialty Flates:  Hone
Dladel Year: 15464 Tlake: FORD
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1kl Plate: TS84 Mew Plate:

Isxue Diate: 200201 Last Update: 242002
Wee Class: O Cearenercially Teed Truck er Trader
Transaction Code: %3 - Transfer with Srepse

Previous Transacton Code: | -

Vin Flags: Tlene

Flate Flags: (L} CENTEMBLAL FLATE ISSUED
ﬂpet'u] Flmg:: Hame

Related Vehicles

Plate VI¥  Medel Tear Make Series Body Use Cliss | Liak Type Lot Updaie
TIETEd 0 FIRERaEE]T Erwed CidPlsie |1/247007

Wehicle Owner

Flase Chvmrr Tape P [Hi Chrreer Mamn Eirth Tam Tt Tipdaie
AN Registesed  |(SLLEN *RIIGIR] WSLLEH, TIMOTHY B 12472001
Vehicle Address

Plake  Cwmer Type FICTBI Soreed City  |[County | Zhp Code  Srade Last Updare
ABSIEEM Registeed  ALPORTMAITING |L2ELS HMTEH AT E CRAHAM Faoes JE335-2206 WA | L2AG00T

Vehicle Transaction

Plare Transaction Cede Previa us Transaeden Code Trarsactien Dase
AT 8 - Tranefar with hoanra (B T 1

Vehicle Information Screen
Selected Vehicle: The Selected Vehicle table gives current Vehicle history.

Related Vehicles: This table provides additional information that relates to the
selected vehicle, such as former license plate numbers.

Vehicle Owner: This table provides information on the vehicle’s registered
owner.

Vehicle Address: This includes the address information on file for the selected
vehicle.

Vehicle Transaction: This includes a history of the transactions on the Vehicle
record.

3. Do Not Accept the Results; Refine the Search Criteria:

Version 4.1 56
9/5/03



Department of Licensing User Guide — Power User Vehicle Search

If the search returns too few or too many records, you may wish to go back to the
Vehicle Search screen and include more information by which to search. Simply click

A Back,

on your browser’s back button to return to the Vehicle Search screen. Your
original search criteria should continue to display so that you can modify the parameters
and initiate another search.

4. Select from the Menu Options:

If desired, you may click on any of the menu buttons to log off or be routed to another
area of the DAPS application.

More than the Maximum Number of Records Returned

If you’'ve narrowed the search as much as possible and still have more than the
maximum number of records returned, you may contact the Department of Licensing
Communications Unit to request an Unload. An Unload is a report that details all of the
search results. It may take more than 24 hours to receive this type of information.

HINT: If your search criteria includes both genders and more than the maximum
number of records are found, you might be able to view all records by searching by one
gender and then the other.

Requesting an Unload from DOL

If you have narrowed the search as much as possible and still have a return of more
than the allowed maximum number of records, you may e-mail the Department of
Licensing Communications Unit with a request for an Unload. When you request an
Unload, DOL staff will produce a report that contains all of the records you have
requested. These reports are typically either faxed or mailed back to the person who
requests the Unload.

NOTE: It is very important to give the Communications Unit staff the exact search
criteria that you used in your original search. If the search criteria do not match, the
Unload Report from DOL will include information that is different from your original
search. In addition, it's important to note that the information contained in the Unload
Report is that which is current in the system at the time the Unload is processed.

To request an Unload, scroll down to the bottom of the Vehicle Search Results screen
to the table entitled Processing Results. The information in the Criteria Supplied field
will be the criteria that you will send to DOL.
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Vehicle Search Results Screen

1. Copy the information exactly as is given in the Criteria Supplied field. An
easy way to do this is to use the computer mouse to highlight and Copy the
information.

2. In the body of the e-mail to DOL, either type in the exact search criteria or
Paste what you copied with the mouse.

3. Enter your contact information, such as your phone number and FAX number,
and send the e-mail to the Department of Licensing Communications Unit.
Depending upon the size of the report, DOL staff will send the results to you
either by FAX or by the Postal Service.
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Query Error Screen

The Query Error screen will display if the search criteria that you entered gives rise to
an error during the processing of your search. A typical example of a Query Error
screen is:

A0 veran: Flae S=and - Querytmor - Micosdt Inbermet Splwer provided br Bepardmest OF Licansing fsr 158 =121 %]
| B B wes Foortss bok beo =
| #etock = = - @[] | Diseoh (ltootes e o e S G - 7
| achekman [ ] wetpylidpenardrdeelamreEror A5 Sessonl bzt = e ||ua
= |
Deparimenst ol Licensimy 1 ﬂﬁ,
&
DRIVER AND PLATE SEARCH g i
Lery=rror
DRfERSEATCH SEHCLESEASCH HELF
An errar accurred while processing your request,
The specilics are shown belaw,
Please click the “Sack® button, adjust your crikenia as indicated and then try again
Guery Processing Erer.
Mat encugh Venick search items supalisd, unaole to periom search
‘tourcriteiageniratyd e fll owing quary
tou thecked the folbwieg optio:
H
| D Ul T B el et

Query Error Screen

There are a number of reasons why a search will return an error. Some of the more
common are:

* No records exist in the database that match the search criteria.
* Not enough information was given to initiate a search.

* Information is not entered correctly. For example, the first Model Year data field
is left empty, but a value is entered in the Model Year thru data field.
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The Query Processing Error table will identify what generated the error. Use the
+~ Back,

browser’s back button to return to the Vehicle Search screen to modify the
search criteria and initiate another search.
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Glossary

CDL: Commercial Driver License.
DAPS: Driver and Plate Search.
DOL: Department of Licensing.

External User: A user classification that identifies those outside of DOL who have
limited access to the Driver and Plate Search application.

PIC: Personal Identification Code. A unique code based on a person’s name and birth
date. The PIC is known as the Driver License, Identicard, permit, or Operator License
Number (OLN), and is used by DOL for record identification.

Power User: A user classification that identifies those outside of DOL who have access
to the Driver and Plate Search application. Power Users have access to extended
application functionality.

Sdx: Soundex. Phonetic coding used to find names that are similar in sound.

SSN: Social Security Number.

UBI: Uniform Business Identifier. A unique sixteen-digit code used by DOL to identify a
business.

VIN: Vehicle Identification Number.
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